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1 INTRODUCTION 
1.1 Purpose 

 
Automation permits coordination of the case closing process. The case 
closing module requires the closing of Medicaid, updating current 
placement and terminating payment authorization before the SWSS FAJ 
case can be closed. 
 
Case closing prints out a closing FIA-5s and pre-fills many fields the user 
would have had to do by hand previously. This process is more efficient 
in SWSS.  
 

1.2 Target Audience 

Answer the question: “Who will want to and who will need to read this 
document, and why?” 
 
The following personnel may also be interested: 

• SWSS Trainers 

• FIA Help desk personnel 

• SWSS advance users 

• SWSS project staff tasked with developing the User’s guide 

• Zone Children’s services specialists 

• CFS Policy Staff 
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2 MODULE NARRATIVE 
A direct service or purchase of service worker would be completing the 
case closing process and this applies to Foster Care, Juvenile Justice or 
Adoption programs. 
 
The purpose of case closing is to assure that all applicable FIA programs 
have been closed before permitting closure of the SWSS case.  Closing 
the SWSS case is contingent upon Medicaid and Payment being closed 
and that placement has been updated to reflect the current placement. 
Once those processes are complete, the case closing process proceeds 
and the closing FIA-5S is produced to close the case on CIS. 
2.1 Medicaid Closing 

If Medicaid is open, the user will be advised to go to the Medicaid section and close 
Medicaid.  

2.2 Payment Closing 

If there is an open/active payment authorization, the user will be advised to go to the 
Payment section in order to terminate the payment.  

2.3 Placement Change 

If the actual placement is different than the one displayed on the Case Closing screen, 
the user will be advised to go to the Placement Section, change the placement and 
generate an FIA-5S to record that change on CIS. 

2.4 Case Closing 

Once the Medicaid, Payment and Placement Modules are updated, a user will be able to 
close all companion cases together without having to leave and re-enter the Case 
Closing section.  If the user is not closing all the companion cases, s/he must go to the 
utilities to separate the companions.  The user will choose the child/youth whose case 
is closing and will enter a close code, date of closing and goal status.  There will be a 
mechanism to produce the closing FIA-5S, once this data is entered.  If Medicaid was 
closed but an FIA-5S was not generated during that process, the closing Medicaid 
information will also be on the FIA-5S. 
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3 NAVIGATION FLOW  
 

3.1 Screen Interaction 

The Case Closing screen displays the open or closed status of Medicaid and Payment for 
each case.  If Medicaid or Payment is open, pop-up messages will appear reminding the 
user of this. 

 
Displayed on the Case Closing screen are the current provider and living arrangement.  
If the living arrangement is incompatible with the close code selected, a message will 
display advising the user to go to the Placement Section and enter the correct 
information. 
 
The user enters the closing code, corrects the closing date that is pre-filled with a 
system date, if necessary, and enters a new federal goal status. A mechanism then 
allows the printing of a closing FIA-5s.  Once the FIA-5s is printed a mechanism allows 
return to the Case Closing Section in order to repeat the process for any other 
companions. 
 

3.2 System Flow 

Interfaces with the Title IVA, and IV D and title XIX systems have not been 
electronically effected at this time. SWSS will generate documents that need to be 
walked over either for ASSIST or CIS input.  
Elements in Medicaid, Placement and Payment can affect the Case Closing Section. See 
Requirements List for details. 
Cases that are closed and reopened by the Add New process will display information 
from prior log number but it is read only. Only a Supervisor may re-open a case under 
the same Log# and only a Supervisor may change information contained in a closed 
case by a Corrections process.  
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4 REQUIREMENTS LIST 
The comprehensive list of requirements derived from the original requirements, ensuing 
memos, emails, and test plan documentation. 

 
4.1 Screen, Data, Out-of-Module, Output, Module and Miscellaneous 

Requirements 

The following requirements were derived from the original requirements documents 
written by policy staff for the SWSS project.  Any ensuing memos, emails, or test plans 
regarding the project were also searched.  It is intended to be a comprehensive list of all 
requirements pertaining to the Case Closing module.  Each individual requirement has 
a unique identifier; the two letter prefix identifies this particular module (CC = Case 
Closing). 

 
The list is to be used in a Requirements Traceability Matrix, which will be comprised of 
all the requirements for all the SWSS modules, so that the status of each requirement 
can be tracked and verified. 

CC-1 SCREEN REQUIREMENTS:  
Testing 
Status 

CC-1.1 There must be a screen to close active SWSS cases; i.e., a 
“Case Closing” screen. 

NA 

CC-1.1.1 The case closing screen must display the following information 
regarding the children in the current companion group: 

NA 

CC-1.1.1.1 Log number NA 

CC-1.1.1.2 Case name NA 

CC-1.1.1.3 Program code (CFC, ADPT, JJ) NA 

CC-1.1.1.4 Current state of case NA 

CC-1.1.1.5 Active Medicaid indicator NA 

CC-1.1.1.6 Active Payment indicator NA 

CC-1.1.2 The case closing screen must display information about the 
child currently selected from the current companion group:1 

NA 

CC-1.1.2.1 Current living arrangement NA 

CC-1.1.2.2 Current provider name NA 

CC-1.1.3 The case closing screen must accept input of the following 
items for each of the children in the companion group:1 

NA 

                                              
1 Companion groups apply to Foster Care and Adoption cases only.  Juvenile Justice 
cases will only have one case in the group. 
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CC-1.1.3.1 Date of closing NA 

CC-1.1.3.2 Close code NA 

CC-1.1.3.3 Cause of death (if the close code is “died”) NA 

CC-1.1.3.4 Goal status NA 

CC-1.1.3.5 Transfer County NA 

CC-1.1.3.6 Transfer Supervisor NA 

CC-1.1.3.7 Information given to youth at case closing due to age. NA 

CC-1.1.3.7.1 Available for CFC/JJ cases only NA 

CC-1.1.3.7.2 Required for CFC/JJ cases when close code is “6” (age) 
unless case supervision was provided by a CPA. 

NA 

CC-1.1.3.7.3 Allow as many as applicable to be selected. NA 

CC-1.1.3.7.3.1Birth Certificate NA 

CC-1.1.3.7.3.2Social Security Card NA 

CC-1.1.3.7.3.3Medical Passport NA 

CC-1.1.3.7.3.4Aftercare services pamphlet NA 

CC-1.1.3.8 Reason for Closure NA 

CC-1.1.3.8.1 Available for CFC/JJ cases only NA 

CC-1.1.3.8.2 Required for CFC/JJ cases unless case supervision was 
provided by a CPA. 

NA 

CC-1.1.3.8.3 For sibling cases being closed, prefill for subsequent 
siblings from previous child, after information initially entered 
for initial child. 

NA 

CC-1.1.3.9 List services and needs still to be met and provisions for follow-
up services, if any. 

NA 

CC-1.1.3.9.1 Available for CFC/JJ cases only NA 

CC-1.1.3.9.2 Required for CFC/JJ cases unless case supervision was 
provided by a CPA.  

NA 

CC-1.1.3.9.3 For sibling cases being closed, prefill for subsequent 
siblings from previous child, after information initially entered 
for initial child. 

NA 
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CC-1.1.3.10 Was medical/dental/psychological information given to 
parents? 

NA 

CC-1.1.3.10.1 Yes/No NA 

CC-1.1.3.10.2 Available for CFC/JJ cases only NA 

CC-1.1.3.10.3 Required for CFC/JJ cases unless case supervision was 
provided by a CPA. 

NA 

CC-1.1.3.10.4 For sibling cases being closed, prefill for subsequent 
siblings from a previous child, after information initially 
entered for initial child. 

NA 

CC-1.1.3.11 Narrative explanation for “Was medical/dental/psychological 
information given to parents?” 

NA 

CC-1.1.3.11.1 Available for CFC/JJ cases only NA 

CC-1.1.3.11.2 Required for CFC/JJ cases unless case supervision was 
provided by a CPA. 

NA 

CC-1.1.3.11.3 For sibling cases being closed, prefill for subsequent 
siblings from previous child, after information initially entered 
for initial child. 

NA 

CC-1.1.3.12 Was closure explained to all parties? NA 

CC-1.1.3.12.1 Yes/No NA 

CC-1.1.3.12.2 Available for CFC/JJ cases only NA 

CC-1.1.3.12.3 Required for CFC/JJ cases unless case supervision was 
provided by a CPA. 

NA 

CC-1.1.3.12.4 For sibling cases being closed, prefill for subsequent 
siblings from previous child, after information initially entered 
for initial child. 

NA 

CC-1.1.3.13 Narrative explanation “Was closure explained to all parties?” NA 

CC-1.1.3.13.1 Available for CFC/JJ cases only NA 

CC-1.1.3.13.2 Required for CFC/JJ cases unless case supervision was 
provided by a CPA. 

NA 

CC-1.1.3.13.3 For sibling cases being closed, prefill for subsequent 
siblings from previous child, after information initially entered 
for initial child. 

NA 

CC-1.1.4 There must be a mechanism to change the placement if 
necessary 

NA 
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CC-1.1.5 There must be a mechanism to enter comments regarding the 
case closing. 

NA 

CC-1.2 There must be a mechanism to navigate to the Placement 
Section if the last recorded placement is not the current 
placement.  

NA 

CC-1.3 There must be a mechanism to navigate to the Payment 
Section, if payments are open 

NA 

CC-1.4 There must be a mechanism to navigate to the Medicaid 
Section, if Medicaid is open or registered  

NA 

CC-1.5 There must be a mechanism to access the Electronic CIS 
interface. 

NA 

CC-1.6 There must be a mechanism to re-establish the case to a 
registered state in the event that it was closed by accident. 

NA 

CC-1.7 There must be a mechanism to print the FIA-69x, Notice of 
Case Closing. 

NA 

CC-1.8 There must be a mechanism to access Social Work contacts. NA 

CC-1.8.1 If contacts are not entered, advise the user that contacts must 
be entered. 

NA 

CC-1.8.2 The case(s) cannot be closed unless contacts are entered. NA 

CC-1.9 There must be a mechanism enter the information and print 
the FIA-69d Notice of Case Closing. 

NA 

CC-1.9.1 Allow for selection of any/all of the following “Information given 
to youth at case closing due to age” 

NA 

CC-1.9.1.1 Birth Certificate NA 

CC-1.9.1.2 Social security card NA 

CC-1.9.1.3 Medical passport NA 

CC-1.9.1.4 Aftercare services pamphlet NA 

CC-1.9.2 Reason for closure NA 

CC-1.9.3 List services and needs still to be met and provisions for follow-
up services, if any. 

NA 

CC-1.9.4 Was medical/dental/psychological information given to 
parents? 

NA 

CC-1.9.4.1 Yes/No NA 
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CC-1.9.4.2 Narrative NA 

CC-1.9.5 Was closure explained to all parties? NA 

CC-1.9.5.1 Yes/No NA 

CC-1.9.5.2 Narrative NA 

CC-2 DATA EDITING REQUIREMENTS: 
NA 

CC-2.1 Date of closing must entered and be a valid date and in the 
format MMDDYYYY 

NA 

CC-2.2 Close Date cannot be before Date of birth NA 

CC-2.3 Close Date cannot be in the future NA 

CC-2.4 The close date must be within the past ninety days. NA 

CC-2.5 Cause of death must be selected if the close code is “died”. NA 

CC-2.6 Close code must be entered, and chosen from the following list 
of values: 

NA 

CC-2.6.1 1 - adoption confirmed  (The Legal module processes adoption 
case closing). 

NA 

CC-2.6.2 2 - adoption disrupted  (The Legal module processes adoption 
case closing). 

NA 

CC-2.6.3 3 - placed for adoption  (The Legal module processes adoption 
case closing). 

NA 

CC-2.6.4 5 - married NA 

CC-2.6.5 6 - age NA 

CC-2.6.6 7 - military service NA 

CC-2.6.7 8 - died NA 

CC-2.6.8 9 - petition dismissed NA 

CC-2.6.9 10 - successful completion of probation/parole or satisfactory 
adjustment 

NA 

CC-2.6.10 11 - jurisdiction waived to criminal court NA 

CC-2.6.11 12 - consultation / supervision completed - court ward NA 

CC-2.6.12 13 - juvenile court assumes jurisdiction NA 
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CC-2.6.13 14 - move to another state NA 

CC-2.6.14 15 - negative response to treatment NA 

CC-2.6.15 16 - OTI activity completed NA 

CC-2.6.16 17 - closed to neglect, open to juvenile justice NA 

CC-2.6.17 18 – other NA 

CC-2.6.18 19 – Closed to Juvenile Justice and opened to Neglect NA 

CC-2.6.19 20 – Placed with Parent NA 

CC-2.6.20 21 – Placed with Relative NA 

CC-2.6.21 22 – Placed with Guardian NA 

CC-2.7 Close Code 1 can only be used when Order Type is 20.  This 
requirement is not needed if case closing is completed in the 
Legal Module. 

NA 

CC-2.8 Close Code 2 can only be used when Order Type is 30. This 
requirement is not needed if case closing is completed in the 
Legal Module. 

NA 

CC-2.9 Close codes "05", "06", "07", "08", "09", "10", "11", "12", "13", 
"14", “16”, "17", "18", “20”, “21”, or “22” are valid with foster 
care cases. 

NA 

CC-2.10 Close codes "08", “16” are valid with adoption cases. NA 

CC-2.11 Close codes "05", "06", "07", "08", "09", "10", "11", "12", "13", 
"14", "15", “16”, "18", “19”, “20”, “21”, or “22” are valid with 
juvenile justice cases. 

NA 

CC-2.12 Close code “16” is valid for legal statuses 47 through 49. NA 

CC-2.13 Goal status must be entered and chosen from the following list 
of values: 

NA 

CC-2.13.1 3 - goal achieved, services no longer needed NA 

CC-2.13.2 4 - case terminated, services no longer available NA 

CC-2.13.3 5 - case terminated, client request NA 

CC-2.13.4 6 - case terminated, client death or move NA 

CC-2.13.5 7 - case terminated, client refusal NA 

CC-2.14 Only goal status 3, 4, 5, 6 or 7 can be used with foster care NA 
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cases. 

CC-2.15 Only goal status 3 or 6 can be used with adoption cases. NA 

CC-2.16 Only goal status 3, 4, 5, 6, or 7 can be used with Juvenile 
Justice cases. 

NA 

CC-2.17 The living arrangement for the case must be either "01", "02", 
"03", "04", "07", "20", "22", "23", or "27" to be valid for closing. 

F 

CC-2.17.1 Any living arrangement is valid for close codes “08”, “17”, and 
“19”. 

NA 

CC-2.17.2 If the case is a Children’s Foster Care case or Juvenile Justice 
case, living arrangement “12” is also valid. 

P 

CC-2.17.3 If the case is a foster care case and the closing code is 13 
(juvenile court assumes jurisdiction), any living arrangement is 
valid. 

NA 

CC-2.17.4 Any out of state living arrangement (LA 22-27) is valid for an 
OTI case (LS 47-49). 

P  

CC-2.17.5 If the case is a Juvenile Justice case, close codes 11 and 12 
are valid with any living arrangement. 

P 

CC-2.18 For adoption cases which are not OTI, the order type must be 
either “20” or “30”; if it isn’t, then alert the user and offer to 
navigate to the legal module. 

NA 

CC-2.19 The close date must be the same as or later than the open 
date. 

NA 

CC-3 OUT-OF-MODULE REQUIREMENTS: 
NA 

CC-3.1   NA 

CC-3.2 MAIN MENU REQUIREMENTS: NA 

CC-3.2.1 Correction mode can only be entered for a case for which the 
user has update privileges 

NA 

CC-3.3 PRINT FIA-5S REQUIREMENTS:  NA 

CC-3.3.1 When the FIA-5S module is editing data before printing a 
closing FIA-5S, display any missing or incorrect data, allow the 
user to print the list of errors, but do not allow the user to 
navigate to the module where the data can be edited from the 
FIA-5S module.  Only allow the user to return to the Case 
Closing module. 

NA 

CC-3.3.2 The Print FIA-5S module must be able to print an opening FIA-
5S when a case closed in error is being opened via the 

NA 
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corrections mode. 

CC-3.3.3 The Print FIA-5S module must be able to print a closing FIA-
5S. 

NA 

CC-3.4 PRINT 133a REQUIREMENT: The Print FIA-133a module must 
be able to print the FIA-133a to register the case when a case 
closed in error is being opened via the corrections mode. 

NA 

CC-3.5 PRINT FIA-69 REQUIREMENT: NA 

CC-3.5.1 The FIA-69 must include the ability to enter the period of time 
covered. 

NA 

CC-3.5.2 The FIA-69 must include the ability to list social work 
contacts; the date, location, type of contact, and narrative 
(comments) regarding the contact. 

NA 

CC-3.5.3 The FIA-69 must include the ability to answer the questions in 
Section IVB of the FIA-69 regarding reasons for replacement 
and replacement /termination preparation”. 

NA 

CC-3.5.4 The FIA-69 must include the ability to answer the questions in 
Section V regarding whom information was shared with and 
what information was shared. 

NA 

CC-3.5.5 The FIA-69 must include the ability to answer the questions in 
Section VI regarding reason for closure, services provided in 
the past, service being provided, services still needed and 
medical information. 

NA 

CC-4 MODULE REQUIREMENTS: 
NA 

CC-4.1 Primary Worker, Alternate Worker and the Supervisor are the 
only ones to have update privileges; all others are read-only. 

NA 

CC-4.2 Supervisors must be allowed to use corrections mode to 
correct all the enterable data in the Case Closing module. 

NA 

CC-4.2.1 These corrections are not sent to CIS. NA 

CC-4.3 Supervisors must be allowed to re-establish a case that was 
closed in error to a registered state; they must use the 
corrections mode to do this. 

NA 

CC-4.4 If supervisor is re-establishing a closed case via the corrections 
mode to a registered state, print a registration FIA-133A. 

NA 

CC-4.5  If the case is closed the screen will be display only. NA 

CC-4.6 There must be a mechanism to close companion cases 
together. 

NA 
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CC-4.6.1 Allow the user to enter different close codes and close date 
information about each of the cases in a companion group. 

NA 

CC-4.6.2 If the user does not enter closing data for each case in a 
companion group, display a message alerting them to the fact 
that if not all of the companions are to be closed then the 
companion group must be separated using the Manage Related 
Cases utility. 

NA 

CC-4.6.3 If a companion group is being closed, each case must pall all 
edits before any are transmitted to CIS. 

NA 

CC-4.7 If MA is not closed a message should tell the worker to close 
MA before closing the case. 

NA 

CC-4.8 If there is an active payment authorization, a message should 
tell the worker to close payments before closing the case. 

NA 

CC-4.9 The module must have a mechanism to access the CIS 
Electronic interface. 

NA 

CC-4.10 There must be a mechanism to navigate to the Placement 
module if the last recorded placement is not the actual 
placement.  

NA 

CC-4.11 There must be a mechanism to navigate to the Payment 
module, if there is an active payment authorization. 

NA 

CC-4.12 There must be a mechanism to navigate to the Medicaid 
module, if Medicaid is open or registered 

NA 

CC-4.13 Close date pre-fills using today’s (system) date but can be 
changed by the user. 

NA 

CC-4.14 Display the current Goal Status that was entered in Child 
Information before it is changed to a closing status 

NA 

CC-4.15 If victims have been identified, print a victim notification letter 
that includes the discharge date for each victim upon case 
closing. 

NA 

CC-4.16 Only Active or closed cases can be updated with the Case 
Closing module. 

NA 

CC-4.17 For cases closing with codes other than 17 and 19, Education 
and Placement records must be ended using the close date. 

NA 

CC-4.18 Case closing must support Dual Legal statuses. NA 

CC-4.18.1 When closing a case with close code 17 or 19, the user must 
select the county (county number range 01-83) to which the 
new JJ/FC case will be transferred. 

NA 



SWSS Project  September 20, 1999 
User Requirements 

Case Closing Module 

File: Case Closing User Requirements.doc  14 
Printed: 3/9/2010 5:10:00 PM 

CC-4.18.2 The user must select a JJ/FC supervisory load number from 
the selected county. 

NA 

CC-4.18.3 When a FC case creates a JJ case, no legal status is required 
in the newly created case.  This will be input during the Case 
Registration process. 

NA 

CC-4.18.4 When a JJ case creates a FC case, the dual legal status will be 
used to derive the FC case legal status for the newly created 
case. 

NA 

CC-4.18.5 Case Closing must check ages and dual legal status when 
using close code 19. 

NA 

CC-4.18.5.1 Legal statuses 94 and 52 would close to legal status 44 if the 
youth is not age 19 or above. 

NA 

CC-4.18.5.2 Legal statuses 90 through 93 would close to legal status 41 or 
42 if the youth is not age 20 or above. 

NA 

CC-4.18.6 If the age requirements are not met, the FC/JJ case is not to 
be created, and the original case is to be closed. 

NA 

CC-4.18.7 If the age requirements are met, or not applicable, Case closing 
must create the new JJ/FC case. 

NA 

CC-4.18.7.1 Case closing must copy Funding determinations, Education 
and Placement data to the new case. 

NA 

CC-4.18.7.2 Funding determinations, education, and Placement data 
remain active in the new case. 

NA 

CC-4.18.7.3 The SWSS case state of “Referred from FC/JJ” is to be used. NA 

CC-4.18.8 The new case must display in Case Listing with the close date 
for a status date. 

NA 

CC-4.18.9 Case closing must generate a closing 5S to close the FC/JJ 
case. 

NA 

CC-4.19 If the user performs an action upon the database after the 
database has timed the user out, SWSS must automatically 
reconnect to the database and continue working. 

NA 

CC-4.20 Central Office users (county 84) need inquiry access for case 
information.   

NA 

CC-4.21 When re-establishing a confirmed adoption case through the 
correction process to a registered state, a message must be 
displayed telling the user that the Adoption Confirmation 
order/hearing will be deleted from Legal. 

NA 
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CC-4.22 When a case is re-established through the correction process 
to a registered state, the placement and education information 
must also be “re-established” and the closing information (e.g., 
close code, close date, closing orders/hearing) removed. 

NA 

CC-4.23 When a FC case is transferred to JJ with a Dual Legal status, 
the FC worker becomes the secondary worker. 

NA 

CC-4.24 Case closing must not allow a FC case legal status of 48 or 51 
to close with a closing code of “17”. 

NA 

CC-4.25 If a case is closed with a closing code of “02”, “17” or “19”, it 
cannot be reopened through the correction process. 

NA 

CC-4.26 When re-establishing a closed case which has companions to a 
registered state, all companion cases will also be re-established 
to a registered state. 

NA 

CC-4.27 Closing information on a confirmed adoption case (close code 
“01”) must not be correctable. 

NA 

CC-4.28 Ticklers for a given case are to be deleted after the case is 
closed 

NA 

CC-4.29 When a user enters the Case Closing Module, a message must 
display to remind the user to update Legal with the most 
current hearing information before closing the case. 

NA 

CC-4.29.1 The message must state “Please review the Legal Section to 
assure the most current hearing information has been 
recorded before proceeding with Case Closure.  This 
information is critical for Federal reporting purposes.” 

NA 

CC-4.30 Only print Social Work Contacts with dates after the most 
recent USP/PWSP end date. 

NA 

CC-4.30.1 ID no ISP/USP/PWSP has been completed in SWSS, allow the 
user to specify the date range for printing the Social Work 
Contacts. 

NA 

CC-5 OUTPUT REQUIREMENTS: 
NA 

CC-5.1 Must be able to print an opening FIA-5S. NA 

CC-5.2 Must be able to print a closing FIA-5S. NA 

CC-5.3 Must be able to print a registering FIA-133a. NA 

CC-5.4 Must be able to print victim notification letters. NA 

CC-5.5 Must be able to print the FIA-69x, Notice of Case Closing. NA 
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CC-6 MISCELLANEOUS REQUIREMENTS: 
NA 
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5 EXAMPLE OUTPUT 
Gather and include the forms and letters generated by this module.  If 
possible, mark up the examples to explain the data fields to show the 
source or whether or not it is required. 

 

Need 
Closing 
Code 

Need Fed 
Goal 
Status 

Need 
Close 
Date 
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6 DATA ELEMENT DESCRIPTIONS 
A table of all the data elements entered within this module.  For each item, describe its 
range of acceptable values.  Designate items as being required for ASSIST, CIS, 
LICENSING or AFCARS (and any combination thereof).  
 
The case closing screen must accept input of the following items for each of the children 
in the companion group: 

ELEMENT 
NAME 

DESCRIPTION TYPE -  
Alpha, 
numeric, 
A/N 

SIZE REQUIRED/ 
OPTIONAL/ 
CONDITIONAL 

CIS/ASSIST 
AFCARS/ 
LICENSING 
Out put doc. 

Date of Closing Date Numeric 8 Required CIS - 5S 

Close Code Pick list Alpha / 
numeric 

2 + 
text 

Required CIS – 5S 

Cause of 
Death 

 Alpha Text Conditional on 
Close Code 

N/A 

Goal status  Alpha / 
numeric 

1 + 
Text 

Required CIS – 5S 
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7 HELP MESSAGES 
There are to be three levels of help available: Screen, which describes 
how the process for the current module is supposed to work, Context-
Sensitive, which describes a particular data field on the screen, and 
Status Panel, which offer hints about the field or command button with 
the current focus. 
 
SCREEN (Section or Module level.  Offers an entry point to the big help file.) 

 
CONTEXT-SENSITIVE (“F1”, aka “detail”) 

 
STATUS PANEL MESSAGES (formerly known as “Field Level” and “Baby” before that.) 

5.1 Module: Case Closing 

 
Field New Message  

Companions (Panel) Select  case to be closed 
Closing Information (Panel)  
Change Placement 
(Command Button) 

Select to change placement information 

Date of Closing Enter closing date (MM/DD/YYYY) 
Close Code Select close code 
Goal Status Select goal status 
Outputs  (Panel) 
Print 5S Print 5S 
Comments Select to enter Closing comments 
Cancel Select to go back without saving changes 
Next >> Select to close case  
Continue Select to close case 
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8 MODULE DEPENDENCIES 
What data must be entered in other modules before this module can be 
used? 
 
What changes in data within other modules effect this module? 
If Medicaid is open, unless a user closes Medicaid the user can not close the case.  
If there is an active payment authorization, the user will be taken to the payment 
module to close that payment. 
When a case is closed, only a user with Supervisor security status may change data on 
the case or reopen it for that Log number.  
Once a case is closed, if it is brought back through the Add New process, the prior 
closed case information will be view only. [Check Accuracy] 
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9 SCENARIOS 

The scenarios that call for data entered by this module. 
 



SWSS Project  September 20, 1999 
User Requirements 

Case Closing Module 

File: Case Closing User Requirements.doc  22 
Printed: 3/9/2010 5:10:00 PM 

10  TEST PLANS 

 
The updated test plans written by the Program Office and/or the 
developer to verify the correctness of the finished application. 
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11 SOURCE MATERIAL 

The following items are included for historical purposes only.  The 

current requirements were derived from this source material, and are, 
in places, out of date, incorrect, or conflicting. 
11.1  Original Requirement 
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11.2   Memos And E-Mails 
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11.2.1 November 15, 1999 

 
 

      
      
      

      

S T A T E  O F  M I C H I G A N 

FAMILY INDEPENDENCE AGENCY 
      

 
 

             

     
  

  MEMORANDUM 
 

 
To:   Sue London, Director   Date:  November 15, 1999 

  SWSS Project       

              

         

From:   Mary Ann Jensen, Consultant       

  SWSS Policy       

  Child and Family Services Adminstration       

              

                 

         

Subject:   Case Closing Module Documentation  

         
We have carefully reviewed the October 13, 1999 User Requirements document on the 
Case Closing Module (printed October 13 and 20, 1999) and have the following 
clarifications: 
 
Note:  The sections on Module Narrative and Navigation Flow, which were printed on 
October 13, 1999, are the original sections before the Small Group review.  Thus, some 
of these changes may have already been made.  
 
1. Page 2, Module Narrative, 3rd paragraph:  Change the 3rd sentence to read "Closing is 

contingent upon Medicaid and Payment being closed."  Delete the rest of the 
paragraph. 

2. Page 2, Placement Change:  Change the 3rd word in the 1st sentence (i.e., current) to 
actual. 

3. Page 2, Payment Closing:   Change the 1st sentence to read "If there is an open/active 
payment authorization, payments are being made through State funds, 

4. Page 2, Case Closing:  Add a new sentence between the 1st and 2nd sentences  If the 
user is not closing all the companion cases, s/he must go to utilities to separate the 
companions. 

5. Page 3, 2nd paragraph:  Delete the first sentence 'There is only one Case Closing 
screen.' 

6. Page 3, 3rd paragraph:  Delete the first sentence which begins 'Once the Medicaid, 
placement……' 

7. Page 4, CC-1.1.2 and CC-1.1.3:  Begin each requirement with For Foster Care and 
Adoption Cases,  
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8. Page 5, CC-1.2:  Change to read "….. if the last recorded placement is not the current 
actual placement." 

9. Page 5, CC-2.6.1, CC-2.6.2 and CC-2.6.3:  Add a notation that The Legal module 
processes adoption case closing. 

10. Page 6, CC-2.8:  Change '…Order Type is 30 12. 
11. Page 6:  Add a new requirement between CC-2.11 and CC-2.12:  Close code 16 is 

valid for Legal Statuses 47 through 49. 
12. Page 7, CC-2.17:   Change ‘21’ to 30  (order type codes). 
Case Closing Module Documentation 
November 15, 1999 
Page –2- 
 
13. Page 7, CC-4.6.1:  Change 'worker' to user. 
14. Page 8, CC-4.6.2:  Change 'worker' to user. 
15. Page 8, CC-4.8:  Change to read 'If there is an active payment authorization 

Payments are not closed 
16. Page 8, CC-4.10:  Add at end '… Placement module if the last recorded placement is 

not the actual placement.' 
17. Page 8, CC-4.11:  Change to read '…., if there is an active payment authorization 

payments are open.' 
18. Page 8, CC-4.17:  This will need to be revised based on the discussion of Dual Legal 

Statuses.  The new requirements in Case Closing are 
a. When closing a case with close code 17 or 19, the user must select the 

county(county number range of 01-83) to which the new JJ/FC case will be 
transferred. 

b. The user must select a JJ/FC supervisory load number from the selected 
county. 

c. When a FC case creates a JJ case, no legal status is required in the newly 
created case.  This will be input during the Case Registration process. 

d. When a JJ case creates a FC case, the dual legal status will be used to derive 
the FC case legal status for the newly created case. 

e. Case Closing must create the new JJ/FC case. 
1) Case Closing must copy Funding Determinations, Education and 

Placement data to the new case. 
2) Funding Determinations, Education and Placement data remain 

active in the new case. 
3) A new swss_case_state, Referred from FC/JJ is to be used. 

f. Case Closing must check ages and dual legal status when using close code 19 
1) Legal Statuses 94 and 52 would close to Legal Status 44 if the youth 

is not age 19 or above. 
2) Legal Statuses 90 through 93 would close to Legal Status 41 0r 42  if 

the youth is not age 20 or above. 
3) If the age requirements are not met, the new FC/JJ case is not to be 

created, and the original case is to be closed. 
g. The close date is to be used as the status date which will display in case listing. 
h. An FIA-5S must be generated to close the FC/JJ case. 
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19. Add a new requirement:  If a closing code of other than 17 or 19 is used, the closing 
date is to be used as the end dates for placement and education. 

20. Page 14, Module Dependencies, 2nd paragraph:  Change to read 'If there is an active 
payment authorization, the user will be taken to the payment module to close that 
payment.' 

 
Please let me know if you need additional information. 

 
 
cc:  Carol Kraklan 

       Sue Doby 
       Phil Rock 
       Nancy Presocki 
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11.2.2 Hello Do you remember –Reply –Reply –Reply, 5/25/99 
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11.2.3 Case Closing to Print 5S, 5/26/99 
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11.2.4 Hello Do you remember –Reply –Reply –Reply, 5/25/99 
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11.2.5 SR200008  
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11.2.6 Addendum 2 

   
      
      

      

S T A T E  O F  M I C H I G A N 

FAMILY INDEPENDENCE AGENCY 
      

 
 

             

     
  

  MEMORANDUM 
 

 
To:   Sue London, Director   Date:  April 10, 2000 

  SWSS Project       

              

         

From:   Mary Ann Jensen, Consultant       

  SWSS Policy       

  Child and Family Services Administration       

          

             

         

Subject:   Case Closing Module Documentation - Addendum 2  

         
It is necessary to amend the Case Closing Module Documentation memos of November 
15 and 22, 1999.  After discussions with development staff, it was noted that the 
following clarifications are needed: 
1. CC-2.7 and CC-2.8:  Add at the end “This requirement is not needed if case closing 

is completed in the Legal Module.” 
2. CC-2.10:  Close Code “01” must be deleted. 
3.  CC-2.17 needs a sub-requirement which states “Close codes “08”, “17” and “19” 

can be entered for any living arrangement.” 
4. CC-2.18 can be deleted. 
5. A new requirement is needed:  “When reopening a confirmed adoption case 

through the correction process, a message must be displayed telling the user s/he 
must go to Legal to correct (i.e., delete) the Adoption Confirmation Order .” 

6. A new requirement is needed:  “When a confirmed adoption case is reopened 
through the correction process, the placement and education information must 
also be ‘reopened’.” 

7. A new requirement is needed:  “When a FC case is transferred to JJ with a Dual 
Legal status, the FC worker becomes the secondary worker .” 

8. A new requirement is needed:  “Case closing must not allow a FC case legal status 
of 48 or 51 to close with a closing code of ‘17’.” 

 
Please let me know if you need additional information. 
 
cc:  Carol Kraklan 
       Phil Rock 
       Sue Doby 
       Nancy Presocki 
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11.2.7 Addendum 3 

 
S T A T E  O F  M I C H I G A N 

FAMILY INDEPENDENCE AGENCY 
      

 
 

             

     
  

  MEMORANDUM 
 

 
To:   Sue London, Director   Date:  June 12, 2000 

  SWSS Project       

              

         

From:   Mary Ann Jensen, Consultant       

  SWSS Policy       

  Child and Family Services Administration       

          

             

         

Subject:   Case Closing Module Documentation - Addendum 3  

         
It is necessary to amend the Case Closing Module Documentation memos of November 
15 and 22, 1999, and April 10, 2000.  After focussed testing and discussions with 
development staff, it was noted that the following clarifications are needed: 
 
1. CC-4.21 must be revised to state “….s/he must go to Legal to correct 

(i.e., delete) the Adoption Confirmation order  that the Adoption 
Confirmation Order will be deleted from Legal.” 

2. CC-4.22 must be revised to state “When a confirmed adoption  case is 
……….. be ‘reopened’ and the closing information (e.g., close code, 
close date, closing orders) removed.” 

3. A new requirement is needed:  “If a case is closed with a closing 
code of ‘02’, ‘17’ or ‘19’, it cannot be reopened through the 
correction process.” 

4. A new requirement is needed:  “When reopening a closed case 
which has companions, all companion cases will also be 
reopened.” 

 
 
Please let me know if you need additional information. 
 
cc:  Carol Kraklan 
       Phil Rock 
       Sue Doby 
       Nancy Presocki 
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11.2.8 Addendum 4 

      
      
      

      

S T A T E  O F  M I C H I G A N 

FAMILY INDEPENDENCE AGENCY 
      

 
 

             

     
  

  MEMORANDUM 
 

 
To:   Sue London, Director   Date:  February 23, 2001 

  SWSS Project       

              

         

From:   Mary Ann Jensen, Consultant       

  SWSS Policy       

  Child and Family Services Administration       

          

             

         

Subject:   Case Closing Module Documentation - Addendum 4  

         
It is necessary to amend the Case Closing Module Documentation memos of November 
15 and 22, 1999, April 10, 2000 and June 12, 2000.  After focussed testing and 
discussions with development staff, it was noted that the following clarifications are 
needed: 
 
5. Sections 1, 2 and 3 have been revised and are attached. 
6. CC-1.1.1.4  must be revised to state “Closing information Current 

state of case.” 
7. Add a new requirement:  CC-1.1.1.5  Active Medicaid indicator. 
8. Add a new requirement:  CC-1.1.1.6  Active Payment indicator. 
9. Add a new requirement:  CC-1.1.3.5  Transfer County. 
10. Add a new requirement:  CC-1.1.3.6  Transfer Supervisor 
11. CC-1.1.4, CC-1.2, CC-1.3 and CC-1.4 must be deleted. 
12. Add a new requirement:  CC-1.8  There must be a mechanism to 

access Social Work contacts. 
13. CC-3.1 must be moved from Out-of-Module requirements to 

Module requirements. 
14. CC-4.4 must be revised to state “… an opening FIA-5S and a 

registration FIA-133A and victim notification letters for each victim 
(there may not be victims to notify).” 

15. CC-4.6.2 must be modified to state “… using the 
DECOMPANIONATOR Manage Related Cases utility.” 

16. CC-4.10, CC-4.11 andCC-4.12 must be deleted. 
17. CC-4.15 must be modified to state “…print a victim notification 

letter that includes the discharge date for each….” 
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18. CC-3.2 through CC-3.5.5 can be deleted.  These requirements are 
found in the appropriate modules. 

 
These changes are for the requirements documentation only.  They are already included 
in the application. 
 
Please let me know if you need additional information. 

 
cc:  Carol Kraklan   Beth Dean 
       Sue Doby    Vicki Weller 
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11.2.9 Addendum 6 

      
      
      

      

S T A T E  O F  M I C H I G A N 

FAMILY INDEPENDENCE AGENCY 
      

 
 

             

     
  

  MEMORANDUM 
 

 
To:   Sue London, Director   Date:  April 24, 2001 

  SWSS Project       

              

         

From:   Mary Ann Jensen, Consultant       

  SWSS Policy       

  Child and Family Services Administration       

          

             

         

Subject:   Case Closing Module Documentation - Addendum 6  

         
It is necessary to amend the Case Closing Module Documentation memos of November 
15 and 22, 1999, April 10, 2000, June 12, 2000, February 23, 2001 and March 29, 2001.  
After focussed testing (SER #3689) and discussions with development staff, it was noted 
that the following clarification is needed: 
 
19. Add a sub-requirement to CC-2.17:  If the case is a Juvenile 

Justice case, living arrangement “12” is also valid. 
 
Please let me know if you need additional information. 
 
cc:  Carol Kraklan    
       Beth Dean 
       Sue Doby     
       Vicki Weller 
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11.2.10 Addendum 7 

      
      
      

      

S T A T E  O F  M I C H I G A N 

FAMILY INDEPENDENCE AGENCY 
      

 
 

             

     
  

  MEMORANDUM 
 

 
To:   Sue London, Director   Date:  August 22, 2001 

  SWSS Project       

              

         

From:   Mary Ann Jensen, Consultant       

  SWSS Policy       

  Child and Family Services Administration       

          

             

         

Subject:   Case Closing Module Documentation - Addendum 7  

         
It is necessary to amend the Case Closing Module Documentation memos of November 
15 and 22, 1999, April 10, 2000, June 12, 2000, February 23, 2001, March 29, 2001 and 
April 24, 2001. SER #4091identified a missing edit.  The following edit is needed: 
 
20. Add a new requirement:  Closing code 15 (negative response to 

treatment) is not valid for any children’s foster care or adoption case 
(legal statuses 41 through 45, 48, 49 and 51). 

 
Please let me know if you need additional information. 
 
cc:  Carol Kraklan    
       Beth Dean 
       Sue Doby     
       Vicki Weller 
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11.2.11 Addendum 8 

      
      
      

      

S T A T E  O F  M I C H I G A N 

FAMILY INDEPENDENCE AGENCY 
      

 
 

             

     
  

  MEMORANDUM 
 

 
To:   Sue London, Director   Date:  October 3, 2001 

  SWSS Project       

              

         

From:   Mary Ann Jensen, Consultant       

  SWSS Policy       

  Child and Family Services Administration       

          

             

         

Subject:   Case Closing Module Documentation - Addendum 8  

         
It is necessary to amend the Case Closing Module Documentation memos of November 
15 and 22, 1999, April 10, 2000, June 12, 2000, February 23, 2001, March 29, 2001, 
April 24, 2001 and August 22, 2001. With the implementation of the Electronic CIS 
Interface the following modifications are needed: 
 

CC-6.1 CC-1.5 must be modified to state:  There must be a mechanism to print 
the closing FIA-5S access the Electronic CIS Interface. 

CC-6.2 CC-1.6 must be modified to state:  There must be a mechanism to reopen 
re-establish the case to a registered state in the event that it was 
closed by accident. 

CC-6.3 CC-4.2 must be deleted.  Supervisors must be allowed to use corrections 
mode to correct all the enterable data in the Case Closing module. 

CC-6.4 CC-4.3 must be modified to state:  Supervisors must be allowed to 
reopen re-establish a case that was closed in error to a registered 
state; they must use the corrections mode to do this. 

CC-6.5 C-4.4 must be modified to state:  If supervisor is reopening re-
establishing a closed case via the corrections mode to a registered 
state, print an opening FIA-5S and a registration FIA-133A. 

1. Add a new requirement:  CC-4.6.3  If a companion group is being closed, 
each case must pass all edits before any are transmitted to CIS. 

CC-6.6 CC-4.9 must be modified to state:  The module must have a mechanism 
to print a closing FIA-5S access the CIS Electronic Interface. 
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CC-6.7 CC-4.2 must be modified to state:  When reopening re-establishing a 
confirmed adoption case through the correction process to a registered 
state, a message must be displayed telling the user that the Adoption 
Confirmation order/hearing will be deleted from Legal. 

 

Case Closing – Addendum 8 
October 3, 2001 
Page –2- 
 

CC-6.8 CC-4.22 must be modified to state:   When a case is reopened re-
established through the correction process to a registered state, the 
placement, funding and education information must also be re-
established “reopened” and the closing information (e.g., close code, 
close date, closing orders/hearing) removed.  

CC-6.9 CC-4.26 must be modified to state:  When reopening re-establishing a 
closed case which has companions to a registered state, all companion 
cases will also be re-established “reopened” to a registered state. 

CC-6.10 CC-5.1 must be deleted:  Must be able to print an opening FIA-5S. 

2. CC-5.2 must be deleted:  Must be able to print a closing FIA-5S. 
 
Please let me know if you need additional information. 
 
cc:  Carol Kraklan    
       Beth Dean 
       Sue Doby     
       Vicki Weller 
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11.2.12 Addendum 9 

      
      
      

      

S T A T E  O F  M I C H I G A N 

FAMILY INDEPENDENCE AGENCY 
      

 
 

             

     
  

  MEMORANDUM 
 

 
To:   Sue London, Director   Date:  October 16, 2001 

  SWSS Project       

              

         

From:   Mary Ann Jensen, Consultant       

  SWSS Policy       

  Child and Family Services Administration       

          

             

         

Subject:   Case Closing Module Documentation - Addendum 9  

         
It is necessary to amend the Case Closing Module Documentation memos of November 
15 and 22, 1999, April 10, 2000, June 12, 2000, February 23, 2001, March 29, 2001, 
April 24, 2001, August 22, 2001 and October 3, 2001. With Statewide implementation, it 
was noted that the following modification is needed: 
 

CC-6.11 Add a sub-requirement to CC-2.17:  If the case is a foster care case and 
the closing code is 13 (juvenile court assumes jurisdiction),  any living 
arrangement is valid. 

Please let me know if you need additional information. 
 
cc:  Carol Kraklan    
       Beth Dean 
       Sue Doby     
       Vicki Weller 
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11.2.13 Addendum 10  

      
      
      

      

S T A T E  O F  M I C H I G A N 

FAMILY INDEPENDENCE AGENCY 
      

 
 

             

     
  

  MEMORANDUM 
 

 
To:   Sue London, Director   Date:  February 26, 2002 

  SWSS Project       

              

         

From:   Mary Ann Jensen, Consultant       

  SWSS Policy       

  Child and Family Services Administration       

          

             

         

Subject:   Case Closing Module Documentation - Addendum 10  

         
It is necessary to amend the Case Closing Module Documentation memos of November 
15 and 22, 1999, April 10, 2000, June 12, 2000, February 23, 2001, March 29, 2001, 
April 24, 2001, August 22, 2001, and October 3 and 16, 2001. With Statewide 
implementation and the identified problems with dual legal statuses (SER #’s 3351, 3897 
and 4500), it was noted that the following modification is needed: 
 
1. Add a new requirement:  Do not allow the worker to select closing 

codes 17 or 19. 
 
Please let me know if you need additional information. 
 
cc:  Carol Kraklan    
       Beth Dean 
       Sue Doby     
       Vicki Weller 
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11.2.14 Addendum 12 

      
      
      

      

S T A T E  O F  M I C H I G A N 

FAMILY INDEPENDENCE AGENCY 
      

 
 

             

     
  

  MEMORANDUM 
 

 
To:   Beth Dean, Manager   Date:  September 16, 2002 

  Services Area       

   ITMS       

         

From:   Mary Ann Jensen, Consultant       

  SWSS FAJ Policy       

  Child and Family Services Administration       

          

             

         

Subject:   Case Closing Module Documentation - Addendum 12  

         
It is necessary to amend the Case Closing Module Documentation memos of November 
15 and 22, 1999, April 10, 2000, June 12, 2000, February 23, 2001, March 29, 2001, 
April 24, 2001, August 22, 2001, October 3 and 16, 2001, February 26, 2002 and July 17, 
2002.  As a result of SER #4972, the following requirement is needed:  
 
2. Add a sub-requirement to CC-2.17:   CC-2.17.4  Any out of state living 

arrangement (LA 22-27) is valid for an OTI case (LS 47-49). 
 
Please let me know if you need additional information. 
 
cc:  Pat Wilson    
       Sue Tomes    
       Vicki Weller 
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11.2.15 Addendum 13 

      
      
      

      

S T A T E  O F  M I C H I G A N 

FAMILY INDEPENDENCE AGENCY 
      

 
 

             

     
  

  MEMORANDUM 
 

 
To:   Daniel Klodt, Manager   Date:  October 31, 2002 

  Services Area       

   ITMS       

         

From:   Mary Ann Jensen, Consultant       

  SWSS FAJ Policy       

  Child and Family Services Administration       

          

             

         

Subject:   Case Closing Module Documentation - Addendum 13  

         
It is necessary to amend the Case Closing Module Documentation memos of November 
15 and 22, 1999, April 10, 2000, June 12, 2000, February 23, 2001, March 29, 2001, 
April 24, 2001, August 22, 2001, October 3 and 16, 2001, February 26, 2002, July 17, 
2002 and September 16, 2002.  As a result of several Remedy tickets, the following 
requirements are needed:  
3. Add a sub-requirement to CC-2.17:   CC-2.17.5  If the case is a 

Juvenile Justice case, close codes 11 and 12 are valid with any living 
arrangement. 

4. CC-2.17.2 must be modified to state:  “If the case is a Children’s 
Foster Care or Juvenile…” 

5. Add a new requirement:  CC-2.??  The close date must be the same as 
or later than the open date. 

6. Add a new requirement:  CC-4.??  When a user enters the Case 
Closing Module, a message must display to remind the user to update 
Legal with the most current hearing information before closing the 
case. 

7. Add a sub-requirement to #4 above:  The message must state “Please 
review the Legal Section to assure the most current hearing 
information has been recorded before proceeding with Case Closure.  
This information is critical for Federal reporting purposes. [OK]” 

 
Please let me know if you need additional information. 
 
cc:  Pat Wilson    
       Sue Tomes    
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       Vicki Weller 
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STATE OF MICHIGAN 

Department of 
Human 
Services 

 

 

 

Memo 

      
Suite 514, Grand Tower 
Lansing , MI       
www.michigan.gov 
 
 
Children's Services 
 

Tel:  517 373-2084       
Fax: 517 335-6177 

   

To: Daniel Klodt, Manager 
Services Area 
DIT 

Date: 03/01/2006 

From: Mary Ann Jensen, Consultant 
Children's Services Administration 

Subject: Case Closing Module Documentation Changes for CMS - Addendum 1 
 
 
 
 
 

As a result of testing the CMS requirements, it is necessary to amend the Case 
Closing Module Documentation Changes for CMS submitted on May 29, 2002.  
The following requirements must be added: 
 

1. Add a new requirement:  CC-4.30:  Only print social work contacts with 
dates after the most recent USP/PWSP end date. 

2. Add a new requirement:  CC-4.30.1  ID no ISP/USP/PWSP has been 
completed in SWSS, allow the user to specify the date range for printing 
the social work contacts. 

 
Thank you for your cooperation. 
 
cc:   Mary Somma  
       Patty Whitlock 
       Vicki Weller 
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